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(2) Safe Cabinets with Combinetion Locks
Safe-type, correspondence filing equipment is restricted
to insuleted cebinets with combination locks that meet

Agency, headquerters, and field security requirements for

the following:
() Standard two end four-drawer, letter and legal (cap)
size, filing cabinets.
; (b) Approved two-drawer legal (cap) size filing cebinets
used as pedestals for unitized furniture desk tops-

for use in the lLangley Building and other areas epproved

by the Cffice of Security.
Requisitions for legal size safes, other than those used as

pedestgls, must include the Jjustification rggy;;gg_;p

parag;gphbag(l). These safe cabinets are identified in the

L ——

Supply Catelog for furniture (FSC Group Tl) es follows:
FILING CABINET
letter size; steel; insulated, 1 hr, fire resistant;

gray. 2 drawers high x 1 drawer wide; w/combination

lock.
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leggl slze; steel; insulated, 1 hr. fire resistant;
“w;ré&. .2 draﬁérs high x 1 drawer wide; w/combinatidn'
Lock. o S
legael size; steel; not_ingg;gpgq; gray. 2 drawers high
ﬁﬁibl dfaﬁer wide; w/combination lock., For usé‘with unit-
ized desk top. | |
1et£er size; steel; insulated, 1 hr. fire resistant;
gray. U drawers high x 1 drawer wide; w/combination lock.
legal size; steel; insulated, 1 hr., fire resistent, gray.
hmdrawers high x 1 drewer wide; w/combinetion lock.
b. REQUISITIONS
All requisitions for standard, correspondence filing equipment shall
be made on Form 1490, Requisition or Turn~in for Administrative
Supplies and Equipment, except that Form 88, Requisition for Materiel,
will be used when external purchase or shipment outside headquarters
area is required. Requisition Form 1490 shall be routed to the
Bullding Supply Office through the Aree Records Officer of the
requesting office. The Records Officer shall confirm thet the
requesting office is meking meximum use of existing filing equipment

and hes:
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(1) Trensferred to the Records Center or destroyed inactive
records in accordance with approved records control
schedules,

(2) Removed office supplies and other non-record meterisl from

v filing equipment and nonsensitive, record meteriel from
safe cabinete. ‘

(3) Used letter-size file cabinets whenever less than 20 per
cent of the correspondence filed 1s legel-size materisl.,

(4) Centralized files in secure arees, where fessible, to permit
use of cabinets without locks, or open shelf files insteed
of safes.

{(5) No empty filing equipment that can be retwrned to stock.

(S e
) odded |

CONCURRENCE :

CIA Records Administration Officer Date

Approved For Release 2005/11/21 : CIA-RDP70-00211R000700150004-3



